SAN BERNARDINO COMMUNITY COLLEGE DISTRICT
Learning Resources Assistant (Continued)

San Bernardino Community College District

Learning Resources Assistant
Class specifications are intended to present a descriptive list of the range of duties performed by employees in the class. Specifications are not intended to reflect all duties performed within the job; however, any additional duties will be reasonably related to this class.

Summary Description

Under general supervision, assists students and staff with the use of equipment found in the Learning Resource Center; coordinates the tutorial program and coordinates and monitors student tutor activities; performs a variety of responsible learning center tasks connected with the researching and inventory of a variety of instructional media related to computers and organizes and maintains a variety of student records.
representative Duties

The following duties are typical for this classification.

1. Provides a variety of information to faculty, staff, and students concerning the Learning Resource Center.

2. Assists students and staff with the use of equipment found in the Learning Resource Center including computers; secures and distributes tests for make-up exams as necessary.

3. Assists in the recruitment, selection, and placement of student tutors; organizes, prepares, and maintains a variety of records, statistics and reports related to the Learning Resource Center; maintains and monitors a number of student tutor budgets and employment records; collects and reviews student tutors’ time sheets and verifies appropriate budget payroll accounts.

4. Helps develop and supervise work schedules for student tutors; maintains student payroll records.

5. Performs a variety of general office duties including typing, proofreading, filing, and checking materials against purchase orders.

6. Catalogues VHS tapes, DVD’s, books and related materials for student and faculty check out.
7. Keeps higher-level staff advised of equipment failures; completes reports documenting problems.

8. Maintains the Learning Resource Center in a clean, safe, and orderly manner.
9. Performs related duties as required.

QUALIFICATIONS

The following generally describes the knowledge and ability required to enter the job and/or be learned within a short period of time in order to successfully perform the assigned duties.

Knowledge of:
Operations of a learning resource center.

Principles, practices, and terminology used in the operation of a variety of computers and peripheral equipment.
Office procedures, methods, and equipment including computers and applicable software applications such as word processing, spreadsheets, and databases.
Methods of financial and payroll recordkeeping.

Clear handwriting.

English usage, grammar, spelling, punctuation, and vocabulary.
Principles and procedures of record keeping.
Oral and written communication skills.
Ability to:

Supervise student help.

Provide assistance to students and staff in a tactful and courteous manner.

Adapt to changing technologies and learn functionality of new equipment and systems.
Maintain learning resource center in a safe, clean, and orderly condition.
Assist students and staff in proper operation and use of equipment.
Type or enter data at a speed necessary for successful job performance.

Maintain a clean environment for students and staff.

Maintain accurate and complete records and files.
Understand and follow oral and written directions.
Work independently in the absence of supervision.
Communicate clearly and concisely, both orally and in writing.

Establish and maintain effective working relationships with those contacted in the course of work.

Education and Experience Guidelines - Any combination of education and experience that would likely provide the required knowledge and abilities is qualifying. A typical way to obtain the knowledge and abilities would be:

Education/Training:
Equivalent to the completion of the twelfth grade.
Experience:
One year of general clerical experience.
physical demands and WORKING ENVIRONMENT

The conditions herein are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential job functions.

Environment: Work is performed primarily in a computer laboratory setting with frequent interruptions and distractions; extended periods of time viewing computer monitor; possible exposure to dissatisfied individuals.
Physical: Primary functions require sufficient physical ability and mobility to work in an office setting; to stand or sit for prolonged periods of time; to occasionally stoop, bend, kneel, crouch, reach, and twist; to lift, carry, push, and/or pull light to moderate amounts of weight; to operate office equipment requiring repetitive hand movement and fine coordination including use of a computer keyboard; and to verbally communicate to exchange information.

Vision: See in the normal visual range with or without correction; vision sufficient to read computer screens and printed documents; and to operate assigned equipment.

Hearing: Hear in the normal audio range with or without correction.
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